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INTRODUCTION 


The intent of the following study into the aspects of legislative 
a staffing and organization is meant merely to provide recommendations 
concerning staffing and organizational needs of the Montana Legislature, 
and is submitted to the Joint Legislative Administration Committee for 


its consideration. 


SUMMARY OF RECOMMENDATIONS 


The following recommendations are herein submitted to the Joint 
Legislative Administration Committee to assist them in the preparation 
of their report to be submitted to the Legislature in accordance with 


Senate Joint Resoultion No. 27.* 


PART I. Legislative Employees 


A. Organizational Structure - pages 5-32 
The Joint Legislative Administration Committee should 
ry consider the organizational structure as outlined in Part 
I, A of this report. 
B. Job Descriptions ea pased 33-L05 
To provide definite duties and responsibilities for 
legislative employees, the Joint Legislation Committee 
should consider the adoption of job descriptions for 
legislative staff positions within a given category. 
The adoption of job descriptions will not only provide 
specific guidelines for employees, but will also assist 
legislators as an informational guide in the operational 
procedures of the legislature. Such recommended job 


descriptions are outlined in Part I, B of this report. 


i¢ MONTANA L.~ 2° AT!VE COUNCIL 
LIBRARY. 
* See Appendix A page 129-130 


Personnel Classification Plan - page 108-109 


As an aid to the Legislative Administration Com- 





mittee and the Legislature in establishing wage and 
salary schedules, selecting personnel and determining 
necessary qualifications, the committee is urged to 
adopt a classification plan for positions requiring 
related qualifications, duties, and responsibilities. 
The personnel classification plan groups all positions 
into defined classes based on similarity of duties 
performed, responsibilities assumed, and complexity 

of work, so that: (a) similar qualifications of 
education, experience, knowledge, skill and ability 
are required for each position in the class; (b) the 
same title is used to identify each position in the 
class; and, (c) similar compensation eh ate the same 
conditions with equity to each position within the ; 
class is established. Part I, C outlines and discusses é 


the proposed classification plan. 


Salary Schedule - page 110 

A salary and wage schedule should be initiated to 
assure a structured compensation schedule with consid- 
eration for responsibilities, complexity of work, and 
position within each category. This salary schedule, 
based on the personnel classification plan, is outlined 
in Part I, D and will assist the Legislature in attract- 
ing and retaining an adequate datecen of professional, 


technical, clerical, and administrative personnel. 





kK. Number of Employees Required - pages 111-115 

This report recommends the number of positions 
necessary for the efficient operation of the Legisla- 
ture. Although the suggested figures are not definite, 
they will provide the Legislative Administration with 
adequate information on staff needed for the preparation 
of a projected budget and for employee selection. These 
recommendations are contained in Part I, E of this 


report. 


PART II. Rule Changes 


The rule changes to implement the recommendations 
regarding organizational structure, job descriptions, 
personnel classification plan, salary schedule, and 


number of employees are outlined in Part II. 


PART III. Bills Committee 
|) | The Joint Legislative Administration Committee is 
urged to recommend to the Legislature the abolition of 
the Bills Committee of both houses. The functions of 
the Bills Committee should be transferred to the Rules 
Committee, the Presiding Officers, and Chief Clerk and 
Secretary of the Senate. Part III contains the explana- 


tion and necessary rule changes to institute this concept. 


PART nV’. Statute Revisions 
Statute revisions necessary to implement the concepts 
recommended in Part I of this proposal are discussed in 
Part IV. These statute changes are recommended to the 
ie Joint Legislative Administration Committee for its 


consideration. 


PART V. 


PART VI. 


Schedule of Fee Collection for Distribution of Bills, 
Legislative Proceedings and Documents. 


Problems created by the increasing demand of the ‘| 
general public for copies of bills, committee records, 
votes, testimony and other legislative proceedings are 
discussed in Part V. These requests arrive throughout 
the session and interim. The Joint Legislative Admin- 
istration Committee is urged to consider this situation 
and establish some form of fee schedule and deposit for 


these services. 


Appendix 
A. Senate Joint Resolution No. 27 - pages 129-130 


is 





PART I, A 
LEGISLATIVE ORGANIZATIONAL STRUCTURE 


INTRODUCTION 

Although it can be argued quite persuasively that legislative 
administrators exist in an environment that is radically Rirrerent 
from that of administrators in private and public bureaucracies, we 
should ignore, for a moment, these differences and concentrate on 
the similarities of their situations. In both settings, the admin- 
istrator's responsibility is to produce effective results and, fur- 
thermore, both share the common goal of orderly operation through 
adequate planning and intelligent forethought. 

To accomplish the production of effective results and orderly . 
operation, the legislative administrators must seek managers (staff 
members) to head each of the categories of related functions.! For 
legislative leaders, who have the ultimate responsibility of decid- 
ing which person or office will be responsible for which functions, 
it means that their top staff people to whom they delegate the 


responsibility must be selected with utmost care and given virtually 


unqualified support. This is not to say, however, that one is simply 


l. Analytically, we can conceive of the manager's role in an organ- 
ization as being composed of a bundle or related functions. 


promulgating a sense of professionalism, because it is useless unless 
staff members are willing to give adherence to legislative administra- 
tor's philosophy. 

The organizational framework which is adopted will be one of the 
first important decisions to be made. Organization implies heirarchy 
and direction. It must be determined which functions must be perform- 
ed and who will have the overall authority for the performance. The 
solution will in large part determine how the organizational system 
shall be designed, that is, who talks to whom about what under what 
circumstances. Any framework adopted will have to be flexible enough 
to endure the inevitable changes in position of leadership and au- 
thority. The proposed organizational structure is deaignes with this 
philosophy in mind. 

In viewing all the functions of the legislative operations, we 
find that these functions, considered individually, can be classified 
within one of five major catagories consisting of related AGLI NAPLES 
The five distinct catagories of related functions are discussed in 
detail in Part I, A,Figures 1-6 of this proposal and outlined below. 

1. Secretary of the Senate or Chief Clerk - procedural 

functions 


2. Sergeant at Arms - housekeeping functions 
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3. Legislative Counsel - service functions for the 
legislature and legislators 


4. Legislative Business Manager - managerial functions 


5. Public Information - informational functions 

Once all related functions are classified within one of these 
catagories, it must in turn be determined under what authority and 
control each catagory must operate. In so deciding, the functions 
provided by the catagory must be considered; i.e. whether that function 
is effected by the philosophy of party politics in each house, or 
whether the function provides a consistant service regardless of the 
political make-up of either house. Those functions which promote the 
political philosophies must be placed under the authority and control 
of the elected majority leadership of each house; and those which 
provide a general service under the authority of the Legislature, re- 
gardless of the political make-up, must be placed under the authority 
of joint control. These service functions, in order to maintain this 
bipartisan nature, are, therefore, placed under joint committee control 
whee the possibility of party domination is greatly checked. 

By analyzing the service of each catagory, keeping in mind this 
partisan vs. bipartisan authority, one may conclude that the catagories 


of procedural/functional (Secretary of the Senate or Chief Clerk) and 


housekeeping (Sergeant-at~-Arms) must be placed under the individual 
control of majority leadership of each house; while the catagories 
of service (Legislative Counsel), managerial (Legislative Business 
Manager), and informational (Public Information) functions must be 
placed under the authority of the Joint Legislative Administration 
Committee. 

The structure, as designed with these five catagories, is ca- 
pable of providing an adequate line of authority and responsibility 


that will lend more efficient, accurate service to the legislators. 


It will assure efficiency, regardless of differing party control in 
each house, and will also uphold the principles of a bicameral legis- 
lature. It also provides a structure which can Paphos. and routinize 
many of the crucial aspects of legislative processing by: (a) provid- 


ing formal routes of command and responsibility, and, (b) establishing 


formal routes through which to monitor staff activities. 





Each category is headed by a staff administrator (i.e., the Chief 
Clerk, Business Manager, etc.) who is responsible for accomplish- 


ing the related duties and functions assigned to that particular 














category. The staff administrator is responsible to the legislative 
officers or joint administration committee. These administrators are 
responsible for routine administrative decisions; but, if questions 
of an unprecedented nature arise, the appropriate officer or committee 
is to be consulted. Thus, the legislative officers and the members of 
the administration committee are allowed a greater amount of time for 
their primary responsiblity of legislating. 

Because the Legislative Administration Committee of each house is 


the employer, it functions in a supervisory capacity over all employees 


of that house. The exact duties relating to housekeeping, and 
functional/procedural decisions of each chamber are, however, 


subject only to the control of the appropriate officer. In 


the instances of joint administrative control, the Joint Committee has, 
not only the responsibility of employee supervision and management, but 
also the responsibility of determining the duties and functions of these 
categories. 


With this concept in mind, the organizational structure has been 


designed to define a line of authority and responsibility. This structure 


establishes definite lines of authority for employee supervision and 


policy making. 
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PART I, A - LEGISLATIVE STAFF ORGANIZATIONAL STRUCTURE - OVERVIEW 
Explanation 

The recommended organizational structure (Part I, A) is con- 
structed so as to provide a direct chain of command for decision 
making and delegation of pestied duties within each category of 
related functions (i.e., functional/procedural; housekeeping; and 
joint services). The operations are divided into five major offices, 
with all related functions under the direction of the proper office. 
The structure brings all aspects of the business of operating the 
legislature back within the scope and control of the legislature, 
while providing ereiaiency for both the Senate and House of Repre- 
sentatives and the legislature as a whole. 

All offices and attaches within each chamber are ultimately 
under the general supervision of the Legislative Administration 
Committee of that chamber. The legislative counsel, the legislative 
business manager, and the public information office are responsible 
to the Joint Legislative Administration Committee, not only for 
general supervision, but also for the duties and functions of their 


office. 
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FUNCTIONS SUBJECT TO PARTISAN CONTROL 

The left half of the organizational structure includes categories € 
which are of a functional/procedural nature (Secretary of the Senate 
and Chief Clerk of the House) and housekeeping nature (Sergeant-at- 
Arms).+ To assure the operations of such within the political wishes 
of each house, the functions of these categories are, out of neces- 
sity, controlled by the elected leadership of the house concerned. 

The position of interns and aides are indirectly related to 

the procedural functions, and do require some definition as to 
their duties and lines of responsibility.” Because of their nature, 


(i.e. they are not direct employees of the legislature) these posi- 





tions are not placed within any particular category, but are approved 
by the Legislative Administration Committee and subject to their 
general supervision. The specific duties should be outlined and 
supervised by the person or committee to whom they are assigned. 
Secretaries to the officers of each chamber are under the super- 
vision of the officer by whom they are employed. Their duties and 


responsibilities are subject only to the supervision of that officer. 





1. The structural breakdown of these categories are presented in 
Part I, A, Figures 1 and 2, pages 14 and 17. 

2. Lines of responsibility are shown in Part I, A, Figure 6, page 
30; duties in Part J], B, paqeiLos; 


JOINT FUNCTIONS SUBJECT TO BIPARTISAN CONTROL 

The right half of the structural overview indicates offices! 
whose functions are prescribed, directed, and supervised by the 
Joint Legislative Administration Committee. These offices, which 
provide specific services, Ser nes serve the legislature if operated 
and supervised jointly in a non-political nature. They must, how- 
ever, be under the direct control of the legislature. Their joint 
operation eliminates unnecessary duplication and overlap. These 
jointly controlled offices provide highly specialized services to 


the legislature and assure continuity. 





1. Legislative Counsel, Legislative Business Manager, and Public 
o Information - the categories are outlined in Part I, A, Figures 
' 3, 4, and 5, pages 20, 24, and 27. 


raid 
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Part I, A - Figure 1 - Office of the Secretary of the Senate and 
Chief Clerk of the House. 


‘a Explanation 


The nature of this functional/procedural office is to assure 
the smooth, efficient flow of legislation through each chamber, with 
respect to the wishes of the leadership of that chamber. This is 
accomplished by assigning all functional/procedural aspects dealing 
with this flow under the supervision of one office; making all seg- 
ments responsible to the head of that office, and making the staff 
administrator of that category responsible for the actions of all 
segments. 

C The office of the Secretary of the Senate or Chief Clerk of the 
House, in accordance with legislative rule and under general super- 
vision of the majority leader of the Senate and speaker of the House, 
assures the accurate preparation, safe-keeping and distribution of 
all bills, records, committee minutes, documents and other papers. 
For this task, the Secretary or Chief Clerk must be made singularly 
responsible. To assure this task is accomplished in the proper and 
most efficient manner, all responsibilities must be under the direc- 

BS) tion of one office. Performance of these assigned duties will be 


heightened with the acceptance of this responsibility. 
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In following this concept, it is recommended that the functions 
of providing computer input for introduced bills, engrossing, enrolling, rd 
journal and status, be returned to the individual chamber 's contreL, 
The wishes of the leadership of each house can be accomodated only if 
this change is affected. The decision on which bills receive priority, 
etc., must be decided by the presiding officer, not a separate entity 


outside the supervision of legislative administrators. 
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Part I, A - Figure 2 - Office of Sergeant-at-Arms* 


Explanation 


The functions of this office are classified as housekeeping. The @ 
Sergeant is responsible for those duties which maintain order and decorum 
in the halls, chambers, and committee rooms of the house in which he 
serves. This office is directly responsible to the President of the 
Senate or Speaker of the House and performs those duties assigned him. 
All positions within the office of the Sergeant-at-Arms assist the 
Sergeant in fulfilling these duties. 

The positions of parking attendants, watchmen and janitors have 
been removed from the supervision of the Sergeant, and have been placed 

a? 

under the General Services Division of the Department of Administration. é 
These functions can best be handled by the General Services Division 
which provides these specialized and well supervised services to the 
entire Capitol complex. The General Services Division will be reimbursed 
by the Legislature for the extra necessary personnel required during 
the legislative session (except janitors who are under general contract 


for the entire Capitol). 


*Elected officer. 
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Other functions maintained by the Sergeant have been transferred 
.) to the Legislative Business Manager. Those functions include the 
purchase, reception, custody, and distribution of supplies; and the 


inventory of furniture and supplies. 


'y 
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Part I, A - Figure 3 - Office of Legislative Counsel 


Explanation 


In adopting this recommended organizational structure, the Legisla- 
tive Administration Committee is proposing the transfer of the functions 
obethe Legislative Council to the legislature and is creating a new 
office of the legislative counsel. Those functions which are of a 
general service nature are placed within this office which is responsible 
to the Joint Legislative Administration Committee. Other functional/ 
procedural responsibilities presently exercised by the present legisla- 
tive council are transferred to the office of the Secretary of the 
Senate and Chief Clerk of the House, and, thus, become subject to 
supervision of the appropriate presiding officers. 

With the implementation of annual sessions, interim committees, 

a full time business manager, etc., there is no longer a need to main- 
tain a separate legislative council, with administrative powers, outside 
the scope of the legislature. The necessary staff supervision can be 
arouided by the appropriate presiding officers or the Joint Legislative 
Administration Committee. A single appropriation made for the operation 


of the legislature would bring the total legislative expenditure under 
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the supervision of one decision making committee. Such an organiza- 





tional structure precludes the duplication of efforts and brings the « 
entire operations necessary to operate the legislature under its 
budgetary and managerial control. 

The proposed functions to be controlled by the Joint Administration | 
Committee and performed by the Legislative Counsel are of a general 
service nature and operational control can be maintained regardless of 
party control in either house. Their output does not have to fall with- 
in the wishes of the controlling party in either house, but does have 
to fall within the needs of all legislators regardless of party affilia- ( 
tion. These positions will be filled by the Joint Committee and com- 
pensated in the manner decided by the legislature through appropriated 
operational funds. 

The functions transferred to the Chief Clerk and Secretary, and, 
thus, subject to control by the appropriate elected majority officer 
are affected by party control of each house (as discussed Part I, A - 
Figure 1). 

The Legislative Counsel will maintain: (1) the Legal Services 


« 


division which contains the (a) the bill drafting division, which will 
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> draft legislation and amendments, and provide legal assist 


request of individual legislators or committees; (b) the pub 


division, which will be responsible for indexing, printing, an -.ss- 
tributing the final publications of the house and senate journals and 
status, and the session laws; and final publication of reports prepared 
by committees or the research services division of the Legislative 
Counsel. (If statute revisions are transferred to the legislature 

from the Supreme Court, they should be placed within this division) ; 

(2) the Research Services division, which will perform wide scope re- 
search that lies outside the investigative scope of any particular 
committee; and, (3) the Reference Services division which will maintain 
a library of references for use by all segments of the legislature. 
Because the Legislative Counsel will be working closely with the ALTER 
system in obtaining the stored data necessary for the preparation of 
final journal and status, the session laws, and bill drafting during 
the interim, the ALTER Systems Supervisor will fall under the direction 


of the Director of the Legislative Counsel during the interim. 
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Part I, A - Figure 4 - Office of Legislative Business Manager 


Explanation 


To gain a planned approach to the coordination of its decentralized 
operations, the 1973 Legislature, by adopting Senate Joint Resolution 
No. 36, provided for a more broad-based management control system. The 
system established the position of Legislative Business Manager for the 
purpose of systematically planning and controlling areas concerning 
budget and expenditure and establishing a more Eee St and timely 
record system. 

Because the appropriation for the Legislative Council is actually 
an operational expense of the legislature, the transfer of its functions 
as a Separate administrative arm of the legislature is a necessity. All 
legislative expenditures should be under the control of the legislature, 
including the separate enon tation that is currently made to the 
legislative counsel. The centralization of all financial operations 
of the legislature will permit more effective legislative control over 
the total legislative budget. 

The category for which the Legislative Business Manager is respon- 
Sible includes such related functions as requisition and payment of 
legislative purchases, maintenance of inventory, preparation of payroll 


and employee records, and other functions which require continual cost 
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analysis. 

Two functions or operations of the legislature which are placed 
within this category, because they largely consist of continual cost 
analysis, are the duplicating and mailing departments. Both departments 
require frequent inventory of supplies, cost analysis of processing 
methods, and centralized management. 

The general supervision of the duplicating department will be the 
responsibility of the Business Manager. The exact procedural operations 
will be dictated by the Joint Rules of the Legislature. (See recommended 
rule; Pade, ibs} 

In summary, the Legislative Business Manager acts as the focal 
point between the decentralized categories and the legislative adminis- 
trators who have the ultimate responsibility of controlling operational 


costs. 
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Part I, A - Figure 5 - Office of Public Information 


Explanation 


In order that better communication between the citizen and the 
legislature may be provided, the legislature should continue to take 
the necessary steps to better inform and educate the public. This 
should be provided not only for those at home, but also for those 
visiting the legislature. An exerted effort by the legislature to 
make the public feel that it is invited to freely participate in the 
political process will assist in closing the widening gap between the 
citizen and his legislature. 

The toll-free telephone information service established by the 
first regular session of the 43rd Legislature should be continued. 
This service, which allows those citizens at home Ne keep informed on 
the legislative proceedings, provides convenient access. 

Legislative guides provide a more indepth view of the legislative 
proceedings for those who visit the Capitol. It is extremely important 
that visitors are educated in the legislative operations, so that they 
not only understand the floor sessions, but also, the committee system 


and other aspects of a legislator's duties. 


se 





To assure such education, guides and information officers must 
> be properly schooled and trained to give correct and factual informa- 
tion. 
The non-political supervision of this category by the Joint 
Legislative Administration Committee is essential. Neither party nor 
house should be allowed to dominate the operations and functions of 


this service. Thus, the citizen can receive an objective factual 


view of the legislative operation. 
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Panu Ae Ligure 6 ~_Committee Staff 


Explanation 


The positions related to the Committee operation (committee secre- 
taries, researchers, interns, and aides) are placed under the direct 


control and supervision of the committee by whom these people are employed 


or assigned. Their general conduct is, however, subject to the general 


supervision of the Legislative Administration Committee - the employer. 

In providing continuity and proficiency in committee considera- 
tions, the Joint Legislative Administration Committee should examine 
the benefits of the placement of these positions under the direction 
of the committee. The dommuttee itself should be allowed to decide 
if it needs full-time or part-time research assistance. The personnel 
presently under the direction of the Legislative Council should be 
utilized and retained by the legislative committees. Their assign- 
ments and duties should be delegated by the committee. 

The research gathering function of the committees could be greatly 
enhanced by a well organized research staff. Conscientious legisla- 
tors spend precious hours gathering facts during the session. The 
compiling of this information could be more efficiently and effective- 


ly carried out by the staff. This, of course, is not to say that 
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legislators should withdraw themselves from contact with their tradi- 
tional sources of information. If the staff were available to conduct 
committee research, the legislators themselves would be free to con- 
centrate on general policies, philosophies, and priorities. 

If a committee does not retain interim staff, these mesenranera. 
should be returned to the Legislative Counsel, Research Division for 


general research not related to a particular committee. 
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PART I, B 


Legislative Job Descriptions by Catagory 


A job description, by definition, is "a written statement of the tasks, 
duties and behaviors required in a given job, plus the personal qualifications 
that all candidates for the job must of necessity possess".* Although it must 
be understood that job descriptions must be generalizations subject to the 
flexibility of other duties as assigned, they do provide guidelines for the 


employer in selecting employees and outlining his functions. 


The job descriptions as outlined in this section will provide definitions 
as to the scope of a particular catagory and the functions of positions within 
the catagory of related functions. The breakdowns that follow provide these 


» general guidelines. 


* Definition from Personnel Psychology, John B. Miner, copyright 1969, p. 49. 
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Part ti7eo Miscellaneous Job Description* 


A. 


B. 


Cy 


CF 


Title: Secretary of Officer. 

Class Title: € 
Salary Grade: 

Title of Immediate Supervisor: Officer by whom employed. 

Duties: Acts as confidential secretary-receptionist; makes 
appointments; answers phone; takes and transcribes letters 

from marginal notes or from oral, written or recorded in- 

formation; composes correspondence; maintains files; keeps 

records; performs other related duties as assigned. 


Qualifications: 


1l. Educational - Graduation from high school including or 


supplemented by courses in typing and shorthand and 

experience in stenographic and clerical work. Good 

knowledge of business English, spelling, grammar, and é 
composition. 

2. “Uratningy= 
a. On-the-job: Become acquainted with responsibilities 

and requirements of position. 
b. Prior: Experience in secretarial and reception 
practices. 

3. Personal - Ability to meet and deal with a wide range of 
individuals; ability to act with initiative, independently 
and with good judgment; ability to effectively execute 
office and administrative detail. 

Working Conditions: Irregular working hours six days per week 


during session. 





* These are classed as "other" figures and exhibits follow. 
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Title: ALTER Systems Supervisor 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Joint Legislative Administration Committee 

during session; Director of Legislative Counsel during interim. 

Duties: Supervises and schedules terminal assignments to House and Senate 

in connection with allowed hook-up time. Trains operators. Develops 

programs for computer. Keeps inventory and orders necessary supplies 
through business manager. Attends computer seminars as authorized by Joint 

Legislative Administration Committee. Evaluates and recommends system improve- 

ments and expansion. During interim, supervises operations required for 

retrieving printout for final journal, status, and session laws. Works 
with and under the direction of the Director of Legislative Council. 

Qualifications: 

]. Educational - High school graduation supplemented by courses in typing, 
computer operations and some basic knowledge in concepts of general 
programming. 

2. Training - 

a. On-the-Job: Become familiar with procedures required by ALTER 
System as it is used by the legislature. 

b. Prior: Considerable knowledge and experience in computer operations 
combined with training. Past positions of increasingly responsible 
and varied clerical experience. Some skill in operation of computer 
terminals. 

3. Personal - Ability to deal effectively with personnel; ability to 
schedule and meet deadlines; ability to make routine decisions; 


ability to evaluate and make recommendations. 
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G. Working Conditions: Irregular hours six days per week during session, 


Regular hours five days per week during interim. 
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Part I, B Offices of the Secretary of the Senate and . 
ie erk of the House * 


CATEGORY DESCRIPTION 
The procedural-functional aspects of the legislative operation fal] 
within the responsibility of this category. All aspects concerning the 
ene of legislation and records required for recording this processing 
are included within this category. The scope of responsibility for this 
category begins with the filing and numbering of bills and continues through 


the final disposition of bills into the Governor's office. 


The supervision and maintenance of records necessary to record the action 
on each bill in each of its steps through the legislature fall within this 
scope. The final distribution of these records to the Secretary of the State 


and State Historical Society are accomplished under the direction of this category. 


JOB DESCRIPTIONS 

A. Title: Secretary of the Senate or Chief Clerk of the House 

B. Class Title: 

C. Salary Grade: 

D. Title of Immediate Supervisor: Sonate Majority Leader or Speaker of the House 

E. Duties: Supervises and acts as the administrative reayer of the elected 
majority leadership. Under the direction of the elected majority leadership, 
is responsible for and supervises the preparation and keeping of records, the 
flow of legislation through the house concerned, and the dissemination of 
duplicated legislation. Certifies and authenticates records. Transmits 
records and resolutions as directed. Establishes daily calendar and presides 
from the rostrum during daily session. Serves as parliamentary advisor to 


presiding officer or chairman during daily sessions. Acts as advisor to 


* See Part I, A - Figure 1 - page 14 
=~ 
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elected officers by providing reports on status and flow of legislation. 

Receives communications directed to the house. Coordinates activities 

with other categories. Participates in evaluation of existing procedures 

and recommends changes when applicable. Attends seminars in staffing 

needs and legislative procedures when authorized. 

During interim, the office serves as an information center and acts as 
an administrative center for interim activities and for upcoming sessions. 
Receives prefiled bills and orders their duplication. Provides and 
directs services for legislators. Assists leadership in their administrative 
duties. Maintains records of interim committee meetings. 

Qualifications: 

1. Educational - Bachelor's degree from accredited college or university 
with courses in business administration, or equivalent in experience in 
the field of administration. | 

2. Training - 

a. On-the-Job: Learn record systems, rules and responsibilities 
of position and its limits. / 

b. Prior: Experience in the legislative process would be advisable. 
Administration experience; general command of English ibncuage with 
public appearance experience. 

3. Personal - Ability to supervise and get along with others in an 
administrative capacity. Outgoing personality; capable of withstanding 
pressures and demands of long hours and responsibilities; capacity to 
make major decisions; good moral character. 

Working Conditions: Irregular working hours, six to seven days per week 

during sessions. Regular working hours 8 am to 5 pm five days a week during 


interim. Position is elected by majority party, 


par 








Title: Assistant Secretary of the Senate or Assistant Chief Clerk of the 
House 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk of 

the House. | 

Duties: Assists the Secretary of the Senate or Chief Clerk of the House in 

his duties and performs those specific duties as delegated by the Secretary 

or Chief Clerk. Acts as Secretary or Chief Clerk in his absence. 

Qualifications: 

1. Educational - Bachelor's degree from accredited college or university 
with courses in business administration, or equivalent in experience in 
the field of administration. 

2. Training - 

a. On-the-Job: Become knowledgeable about the activities of the 
Secretary and Chief Clerk. 

b. Prior: Limited experience in the.legislative process would be 
preferable. 

3. Personal: Ability to supervise and get along with others in an adminis- 
trative capacity. Outgoing personality; capable of withstanding pressures 
and demands of long hours and responsibilities; capacity to make major 
decisions; good moral character. 

Working Conditions: Irregular working hours six days per week during session. 

Limited pre and post session employment. Employed by Legislative Administration 


Committee of house concerned. 
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Title: Secretary to Secretary of the Senate or Chief Clerk of the House 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk 

of the House. 

Duties: Plans and supervises work of other clerical personnel in Secretary's 

or Clerk's office. Acts as confidential secretary. Composes and types 

letters from marginal notes or from oral, written or recorded information. 

Answers and places calls and makes appointments. Handles correspondence 

between houses. Receives inquiries and makes reports. Sorts and distributes 

mail. Inventories equipment and supplies and places renewal orders with 
business manager. Maintains records of hours for personnel. Organizes 

daily agenda for Secretary or Chief Clerk. Keeps file on conference committee 

action, 

Qualifications: 

1. Educational - Graduation from high school supplemented by courses in typing 
and shorthand. Considerable knowledge of business English, spelling, 
grammar and composition. 

2. Training - 

a. On-the-Job: Become acquainted with office procedures. Gain 
in-depth knowledge in legislative procedures, rules and organization. 
b. Prior: Experience in secretarial,reception and supervisory practices 
with increasingly responsible and varied clerical experience. Some 
legislative experience recommended. 

3. Personal - Ability to meet and deal with wide range of individuals; ability 

to act with initiative, independently and with good judgment; ability 


to effectively execute office and administrative detail. 
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G. Working Condtions: Irregular working hours six days per week during session. 


Regular 8 am to 5 pm, five days per week during interim. 


otis 


Title: Secretary to Assistant Secretary of the Senate or Assistant Chief 
Clerk of the House 
Class Title: 
Salary Grade: 
. Title of Immediate Supervisor: Assistant Secretary of the Senate or Assistant 
Chief: Clerk of the House 
Duties: Composes and types letters from marginal notes or from written or 
recorded information. Answers selected correspondence and inquiries of 
legislators and general public. Maintains status, bills, journal and vote 
files. Does duplicating for office, senators and other personnel. Receives 
reports from committees and files. Prepares legislation for introduction. 
Provides general assistance to other personnel in office. 
Qualifications: 
1. Educational - Must have completed courses in typing. Good knowledge 
of business English, spelling, grammar and composition. 
2. Training - 
a. On-the-Job: Become acquainted with office and legislative procedures. 
b. Prior: Experience in secretarial positions with various clerical tasks. 
3. Personal - Ability to meet and deal with individuals; ability to organize 


and file. 


Working Conditions: Irregular working hours six days per week. 
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Title: Clerk-Typist 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Secretary to the Secretary of the Senate or 
Chief Clerk of the House 
Duties: Handles details in connection with general office duties. Prepares 
daily status for submission to ALTER system. Assists in answering inquiries, 
typing, filing, duplicating and other responsibilities of office. Relieve other 
clerical personnel. 
Qualifications: 
Te Paticatvoral - Must have completed courses in typing. Good knowledge of 

spelling, grammar and composition. 
2. Training - 

a. On-the-Job: Become acquainted with office procedures. Learn 

format of status. 
b. Prior: Type plain copy at the rate of 60 wom. Experience in typing 
and general secretarial practices. 

3. Personal - Ability to handle detailed tasks. 
Working Conditions: Irregular hours six days per week during session. Daily 
schedule begins in afternoon and continues until status completed. Schedule 


flexible so as to provide 40 hour week. 
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Title: Journal Clerk 
Class Title: 
Salary Grade: Cc 
Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk of 
the House. 
Duties: Attends daily sessions and prepares minutes of the sessions. 
Types rough draft and attaches originals for final typing of daily journal 
by terminal operators. Supervises preparation of journal and persons 
charged with its physical preparation. Proofs copy from ALTER to insure 
its accuracy. Verifies daily with the Bills Clerk and Bills Coordinator 
on bill history and status. Retains and organizes file of rough drafts, 
originals and supporting papers. 
Qualifications: 
1. Educational - High school graduation, including coursework in typing 
and shorthand. . ‘@ 
2. Training - 

a. On-the-Job: Learn format of journal. and procedures for its prepar- 
ation. Familiarize self with proper wording for motions and format 
for amendments. 

b. Prior: Shorthand at 90 wpm. Knowledge of English, spelling and 
punctuation. 

3. Personal ~- Neat appearance with ability to perform duties in public 
atmosphere. 

Working Conditions: Irregular working hours six days ay week during session. 

Hours vary on daily basis, generally beginning in afternoon and occasionally 


continuing into late evening. Limited pre and post session employment. 
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Title: Assistant Journal Clerk 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Journal Clerk 

Duties: Assists in all phases of journal preparation and record systems 

involved. Performs duties as assigned by Journal Clerk. Acts as Journal 

Clerk in:absence of Clerk. Identifies and organizes originals and exhibits. 

Qualifications: 

1. Educational - High school graduation, including coursework in typing 
and shorthand. 

2. Training - 

a. On-the-Job: Learn format of journal and procedures for its 
preparation. Familiarize self with proper wording for motions and 
format for amendments. 

b. Prior: Shorthand at 90 wpm and typing at 65 wpm. General knowledge 
of English, spelling and punctuation. 

3. Personal - Neat appearance with ability to perform duties in public 
atmosphere. 

Working Conditions: Irregular working hours six days per week during session. 

Hours vary on daily basis, generally beginning in afternoon and occasionally 


continuing into late evening. 
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Title: Bills Clerk 
Class Title: 
Salary Grade: 


Title of Immediate Supervisor: Secretary of the Senate or 
Chief Clerk of the House. 


Duties: Maintains a record showing the situation and progress 
of bills, joint resolutions, and simple resolutions. Records 
daily action on history of original bills, prepares bills for 
proper processing stages. Distributes and receives through 
the bills coordinator. Maintains accurate receipt of such 
distribution and receipt. Attends daily sessions. Verifies 
with journal clerk and bills coordinator on bill history and 
status. 
Qualifications: 
1. Educational - High school graduation HAcateeng or supple- 
mented by course work in shorthand. 
2: 00Praining. = 
a. On-the-job: Works closely with Secretary of the 
Senate or Chief Clerk of the House hieee has grasp 
of requirements of position. Learn established 
record systems, legislative language, and process- 
ing stages of bills, joint resolutions, and resolu- 
tions. 
b.: Prior: Shorthand, at 90 wpm. 
3. Personal - Ability to accomplish duties in public 
| atmosphere; ability to deal with people and organize 
activities; ability to prepare accurate records and 
maintain accurate receipts; ability to make routine 
decisions; ability to accomplish duties under pressure; 


ability to supervise. 
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\ditions: Irregular working hours six days per | 


ited pre and post session employment. 
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Title: Assistant Bills Clerk 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Bills Clerk 

Duties: Assists bills clerk in maintaining records of the 

Situation and progress of bills, joint resolutions, and 

resolutions. Attends daily sessions and records action on 

legislation in the bills book. Types, if necessary, arranges 
and attachs amendments to original bills. Performs other 
duties as may be assigned. 
Qualifications: 
1. Educational - High school graduation including or 
supplemented by course work in typing and shorthand. 
25) Leta. Te) i 
a. On-the-job: Works closely with bills clerk. 
Learns established record systems, legislative 
language, and various processing stages of 
legislation. 

b. Prior: Shorthand at 90 wpm, typing at 60 wpm. 

3. Personal - Ability to accomplish duties in public 
atmosphere; ability to deal with people; ability to 
prepare accurate records and maintain accurate 
receipts; ability to accomplish duties under pressure. 

Working Conditions: Irregular working hours six days per 


week. Limited pre and post session employment. 
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Title: Bills Coordinator 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk of 
the House. 
Duties: Maintains record of the physical flow of bills through their 
legislative processing. Coordinates activities with Bills Clerk, Duplicating 
Department, Bills Distributor, Enrolling and Engrossing, Committees and second 
house. Handles physical distribution of bills between these various 
stages. Prepares printing and distribution, engrossing, enrolling and 
Governor's receipt reports. Maintains a system of records which incorporates 
all receipts which record date, time, place and signature of person 
receiving a bill. Verifies daily with the Bills Clerk and Journal Clerk on 
bill history and status. Verifies the placement of bills on legislators’ 
desks for the next legislative day with the Bills Distributor. Maintains 
record of bills in committee in compliance with the 7-day rule. 
Qualifications: 
1. Educational - No minimum requirements. 
2. Training 
a. On-the-Job: Work closely with Secretary of Senate or Chief Clerk 
until has grasp of requirements of position. One to two weeks. 
Learn established records systems. 
b. Prior: None 
3. Personal: Ability to deal with people and organize activities of position; 
ability to prepare accurate reports and meet deadlines through skillful 
organization of time; ability to make routine decisions according to 


Situation; capable of withstanding pressures and demands of responsibilities. 
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G. 


Working Conditions: Irregular working hours six days per week during 


session. Deals with persons through-out the Capitol area. 


physical exercise. 
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Title: Assistant Bills Coordinator 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Bills Coordinator 
Duties: Assists bills coordinator in maintaining a record of 
the physical flow of bills through the legislature. UHandles 
physical distribution of original bills or their most recent 
Prane=-out Wecwaah athe various processing stages. Performs 
other such duties as may be assigned. Acts as bills coordinator 
in absense of Eoorcunaas 
Qualifications: 
1. Educational - No minimum requirements. 
ere raining ~ 
a. On-the-job: Works closely with bills coordinator 
and learns requirements of position and various 
established record systems. 
De errors) Nones 
3. Personal: Ability to deal with people and organize 
own activities; ability to prepare and maintain accurate 
records and receipts; ability to meet deadlines under 
pressure. 
Working Conditions: Irregular working hours six days per week. 
Deal with persons through-out the Capitol area. Requires much 


physical exercise. 
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Title: Bills Distributor 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk 
of the House ) 
Duties: Accepts bills, amendments, conference committee reports, daily status 
and journal from Duplicating Department and supervises their distribution. 
Maintains record of placement of these materials on legislators’ desks. 
Provides record to the Bills Coordinator. Maintains additional copies in 
file. Prepares packets of Second and Third Reading considerations for the 
next legislative day for distribution to legislators. 
Qualifications: 
1. Educational - No minimum requirement. 
2. Training - 
a. On the Job: Qne to two weeks, learn operations of office and 
general procedural flow of legislation. 
b. Prior: None 
3. Personal - Ability to deal with people; ability to maintain accurate 
records; capability to make routine decisions; ability to organize 
materials received by office. 
Working Conditions: Irregular working hours six days per week. Physical 


handling of heavy objects. Limited pre and post session employment. 
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A, Title: Assistant Bills Distributor 
. B. Class Title: 
C. Salary Grade: 
D. Title of Immediate Supervisor: Bills Distributor 
E. Duties: Assists and performs duties assigned by Bills Distributor. Acts 
as Bills Distributor in the absence of same. 
F. Qualifications: 
1. Educational - No minimum requirements. 
2. Training - 
a. On-the-Job: One to two weeks, learn operations of office and general 
procedural flow of legislation. 
b. Prior: None 
3. Personal - Ability to deal with people; ability to maintain accurate 
b records; capability to make routine decisions; ability to organize 


materials received by office. 


G. Working Conditions: Irregular working hours six days per week. Schedule 
flexible to provide 40 hour week. Physical handling of heavy objects. 


Limited pre and post session employment. 
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Title: Reading Clerk 

Class Title: 

Salary Grade: ¢ 

Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk of 

the House 

Duties: Assumes reading duties on the rostrum during committee of the whole. 

Prepares calendar of Second and Third Reading for the next legislative day. 

Assists Secretary or Chief Clerk on the rostrum. Maintains cross index of 

votes with daily journal and provides copies to various offices. Compiles 

index of introduced legislation. Announces lobby rule. Prepares business 
for daily session. 

Qualifications: 

1. Educational - High school graduation. 

2. Training - 

a. On-the-Job: Must learn procedures of daily sessions, rules and 
general operations of the office of Secretary or Chief Clerk. 
b. Prior: Some knowledge of legislative process advisable; experience 
in public appearance and general command of Ents language. 

3. Personal - Ability to withstand pressures and demands of responsibility 
in public atmosphere; ability to deal with people; capacity to make 
decisions. 

Working Conditions: Regular working hours six days per week during session. 


Schedule flexible so as to provide 40 hour week. 
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G. 


Title: Public Posting Clerk 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk 
of the House 
Duties: Maintains committee meeting board. Performs general assignments 
from Secretary or Chief Clerk. Operates Xerox duplicating equipment. General 
filing and office assistance. 
Qualifications: 
1. Educational - No minimum Benet ts: 
2. Training - 
a. On-the-Job: Learn general operations of office. 


b. Prior : None 





3. Personal - Ability to be versitile and get along with many people. 
Working Conditions: Regular working hours six days per week during the 


session. Schedule flexible so as to provide 40 hour week. 
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Title: Chief Stenographer 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk 

of the House 

Duties: Supervises the work of committee secretaries. Plans and supervises 
the work of stenographers, typists, and proofreaders. Instructs and assists 
personnel in use of forms, format of reports, amendments, minutes and other 
committee related procedures. Instructs typists f use of dictating and 
transcribing equipment. Maintains inventory of equipment and checks loans 
in and out. Maintains and disburses supplies and notifies business 

manager of needed supplies. Arranges schedules of personnel under direction 
of office and keeps records of hours worked. Re-assigns committee 


secretaries for minor duties upon request of committee chairman. Performs 


related work. Acts as secretary to the Legislative Administration Committee. 


Qualifications: 

1. Educational - Graduation from high school supplemented by courses in 
typing,shorthand and business machines. Considerable knowledge of 
spelling, grammar, composition and business English. 


2. Training - 


a. On-the-Job: Become acquainted with office procedures and supervisory 


responsibilities. Gain indepth knowledge of committee procedures. 


ony tata asinine 


b. Prior: Experience in clerical field with supervisory responsibilities. 


Some knowledge of legislative procedures recommended. 
3. Personal - Ability to work with and supervise people; capacity to make 
decisions; ability to organize and schedule. 
Working Conditions: Irregular working hours six days per week. Limited 


pre and post session employment. 
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2. Training - 


Title: Assistant Chief Stenographer 

Pines 11 tie: 

Salary Grade: 

Title of Immediate Supervisor: Chief Stenographer 

Duties: Acts in absence of Chief Stenographer. Performs and assists 

Chief Stenographer in duties of office. Maintains file system and assists 

other personnel in meeting deadlines. 

Qualifications: 

1. Educational - Graduation from high school supplemented by courses in 
typing, shorthand and business machines. Considerable knowledge of 
spelling, grammar, composition and business English. 

a. On-the-Job: Become acquainted with office procedures and supervisory 
responsibilities. Gain indepth knowledge of committee procedures. 

b. Prior: Experience in clerical field with supervisory responsibilities. 
Some knowledge of legislative procedures recommended. 

3. Personal - Ability to work with and supervise people; capacity to make 
decisions; ability to organize and schedule. 

Working Conditions: Irregular working hours six days per week. Limited 


pre and post session employment. 
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Title: Typist 
Class Title: 
Salary Grade: g 
Title of Immediate Supervisor: Chief Stenographer 
Duties: Transcribes dictation from dictaphone. Composes correspondence 
from dictaphone. Prepares rough copy, verifies content with dictator, and 
finalizes correspondence for signature. 
Qualifications: 
1. Educational - Courses in typing and transcribing equipment. Good 
knowledge of business English, spelling, grammar, composition and letter 
form. | 
2. Training - 
a. On-the-Job: Become acquainted with responsibilities and requirements | 
of position. 
b. Prior: Experience in use of transcribing and typing. Ability to . 
type plain copy at the rate of 65 wpm and to transcribe machine 
dictation at the rate of 35 wpm. ) 
3. Personal - Ability to handle detailed and continuous tasks. 


Working Conditions: Regular working hours - 40 hour week. 
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A. Title: Stenographer 
Be class Title: 
C. Salary Grade: 
D. Title of Immediate Supervisor: Chief Stenographer 
E. Duties: Takes and transcribes dictation; composes and types correspondence 
from marginal notes or from oral or written information. 
F. Qualifications: 
1. Educational - Courses in shorthand and typing. Good knowledge of 
business English, spelling, grammar, composition and letter form. 
2. Training - 
a. On-the-Job: Become familiar with responsibilities and requirements 
of position. 
b. Prior: General experience in taking and transcribing dictation. 
Sufficient skill in typing to enable applicant to complete 60 net wpm; 


sufficient skill in shorthand to enable applicant to take dictation at 





the rate of 90 wpm and to transcribe the same at the rate of 30 wpm. 
3. Personal - Ability to deal with people. 


G. Working Conditions: Regular working hours - 40 hours per week. 


-59- 


Oy} “CO. 732-22 


Title: Proofreader 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Chief Stenographer 

Duties: Proofs prepared copy for spelling, grammar and other clerical 

errors. Copy supplied by committee secretaries, typists, stenographers and 

Chief Stenographer. 

Qualifications: 

1. Educational - High School graduation with good knowledge of spelling 
and grammar. | 

2. Training - 
a. On-the-Job: Learn format of various types of proofing assignments. 
b. Prior: Some experience in writing and editing. 

3. Personal - Ability to handle detailed and continuous tasks. 

Working Conditions: Irregular working hours - 40 hour week. Subject to 


call and scheduling by Chief Stenographer. 
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Title: Operations Supervisor 
Class Title: 
Salary Grade: 


Title of Immediate Supervisor: Secretary of the Senate or Chief Clerk 


~ of the House. 


Duties: Supervises terminal operators and proofreaders. Receives and 
assigns the distribution of work load in connection with introduction, 
engrossing and enrolling legislation through the ALTER system. Supervises 
typing of daily journal and status into ALTER system. Maintains files on 
committee reports, amendments, and conference committee reports. Keeps 
accurate records and receipts of work received and disbursed from office. 
Performs same tasks of operators when time allows. Coordinates activities 
with ALTER Systems Supervisor. Notifies Secretary or Chief Clerk of errors 
and discrepancies. 
Qualifications: 
1, Educational - High school graduation supplemented by courses in typing 
and business machines. Good knowledge of spelling and grammar. 
2. Training - 
a. On-the-Job: Learn operations of computer terminals and language. 
Become knowledgeable in legislative processing. 
b. Prior: Experience in typing and office procedures with supervisory 
responsibilities. Experience in legislative procedure necessary. 
Typing at 65 wpm. 
3. Personal - Ability to supervise and work with others; ability to meet 
deadlines through skillful scheduling; ability to learn complex 
procedures; ability to make routine decisions according to rules and 


established policies; ability to be accurate. 


G* Working Conditions: Irregular working hours six days per week, Limited 


pre and post session employment ; 
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Title: Terminal Operator 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Operations Supervisor 

Duties: Types committee amendments, conference committee reports and 

introduced legislation into ALTER system. Receives assignments from 

Operations Supervisor. 

Qualifications: 

1. Educational - Courses in typing and operation of office machines with 
good knowledge of spelling and grammar. 

2. Training - 

a. On-the-Job: Learn to operate terminals. Become familiar with format 
of amendments and legislative language... Training period of one to 
two weeks. 

b. Prior: Experience in typing. Established speed of 65 wpm. 

3. Personal - Ability to meet deadlines with accuracy; ability to learn 
complex procedures. 


Working Conditions: Irregular working hours six days per week. Schedule 


flexible to provide 40 hour week. Limited pre and post session employment. 
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Title: Terminal Operator - Status 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Operations Supervisor 

Duties: Types daily status changes into ALTER system. Changes supplied 

by Secretary of the Senate or Chief Clerk of the House. 

Qualifications: 

1. Educational - Courses in typing and operation of office machines with 
good knowledge of spelling and grammar. 

2. Training - 
a. On-the-Job: Learn to operate terminals. Become familiar with 

format of daily status. Training period of one to two weeks. 

b. Prior: Experience in typing. Established speed of 65 wpm. 

3. Personal - Ability to meet deadlines with accuracy; ability to learn 
complex procedures. 

Working Conditions: Irregular working hours six days per week. Schedule 


flexible,usually beginning at 1 pm and continuing until status completed. 
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Title: Terminal Operator - Journal 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Operations Supervisor 

Duties: Types daily journal into ALTER system. Material supplied by Secretary 

of Senate or Chief Clerk of the House. 

Qualifications: 

1. Educational - Courses in typing and operation of office machines with 
good knowledge of spelling and grammar. 

2. Training - 
a. On-the-Job: Learn to operate terminals. Become familiar with 

journal format. Training pertod of one to two weeks. 

b. Prior: Experience in typing. Established speed of 65 wpm. 

3. Personal - Ability to meet deadlines with accuracy; ability to learn 
complex procedures. 

Working Conditions: Irregular working hours six days per week. Schedule 


flexible, usually beginning at 1 pm and continuing until journal completed. 
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Title: Proofreader 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Operations Supervisor 

Duties: Proofs prepared copy for spelling, grammar and other clerical errors. 

Copy supplied by Operations Supervisor. 

Qualifications: 

1. Educational - High school graduation with good knowledge of spelling and 
grammar. 

2. Training - 
a. On-the-Job: Learn format of various types of proofing assignments. 
b. Prior: Some experience in writing and editing. 

3. Personal - Ability to handle detailed and continuous tasks. 

Working Conditions: Irregular working hours - 40 hour week. Subject to call 


and scheduling by Operations Supervisor. 
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Part I, B Office of Sergeant-at-Arms * 


| A. Title: Sergeant-at-Arms 
’ B. Class Title: 
C. Salary Grade: 
D. Title of Immediate Supervisor: President of the Senate or Speaker of the 
House 
E. Duties: Performs duties connected with the police and good order of the 
chambers, halls and committee rooms; exercises supervision over the ingress 
and egress of all persons to and from the chambers; assures that chamber 
is properly ventilated and the temperature thereof properly regulated; opens 
chambers and committee rooms for use of the members; secures chambers and 
attendance of legislators during call of the house; maintains, distributes 
and collects keys of legislative desks, lockers, and committee rooms; announces 
and escorts officials to and from chambers. 
' F. Qualifications: 
1. Educational - No minimum requirements 
2. Training - 
a. On-the-Job: Gain knowledge in legislative rules, regulations and 
limits of responsibility. 
b. Prior: Some experience in a supervisory position. 
3. Personal - Ability to supervise others; ability to deal effectively 
with crowds; ability to exercise authority discreetly; ability to make 
routine decisions. 
G. Working Conditions: Irregular hours six days per week. Limited pre and 


post session employment. 


) * See Part I, A - Figure 2- page 17 
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Title: Assistant Sergeant~-at-Arms 
Class Title: < 
Salary Grade: | 
Title of Immediate Supervisor: Sergeant-at-Arms 
Duties: Perform specific duties as assigned by Sergeant-at-Arms; assists 
in supervision over the ingress and egress of all persons to and from the 
chambers; performs duties connected with the police and good order of the 
chambers, halls and committee rooms; supervises activities of pages. 
Qualifications: 
1. Educational - No minimum requirements. 
2. Training - 
a. On-the-Job: Gain knowledge in legislative rules and regulations. 
b. Prior: Supervisory experience. 
3. Personal - Ability to supervise others; ability to meet and deal 
effectively with wide range of individuals; ability to exercise authority ¢ 
discreetly. | 


Working Conditions: Irregular hours six days per week. 
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Title: Doorkeeper 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Sergeant-at-Arms 

Duties: Exercises supervision over the ingress and egress of all persons 

to and from the chambers during daily session; assists in the police and 

good order of the chambers, halls and committee rooms. 

Qualifications: 

1. Educational - No minimum requirements. 

2. Training - 
a. On-the-Job: Gain knowledge in legislative rules and regulations. 
b. Prior: No specific requirements. 

3. Personal - Ability to meet and deal with wide range of individuals; 
ability to exercise authority discreetly. 

Working Conditions: Irregular hours six days per week. Schedule subject 


to flexibility to maintain 40 hour week. 
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Title: Page 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Sergeant-at-Arms 

Duties: Perform errands for legislators and legislative personnel. Distribute 

copies of bills, reports and other legislative papers to legislative desks. 

Deliver messages to legislators, legislative offices and personnel. Perform 

other duties as may be deetaded: 

Qualifications: 

1. Educational - High school student in good standing with above average grades. 

2. Training - 

a. On-the-Job: Become familiar with capitol complex, legislative offices 
and committee rooms, legislators and responsibility of position. 
b. Prior: General course of study. 

3. Personal - Ability to meet and deal with individuals; ability to take 
written or oral instructions; eagerness to learn about legislative process. 
Must be 16 to 18 years of age. 

Working Conditions: Irregular working hours. schedule #ieeibie to provide 


maximum of 40 hour week. Position terminates after two weeks employment. 


Part ‘L, s Office of the Legislative Counsel* 


CATEGORY DESCRIPTION 


The Legislative Counsel shall be responsible for drafting bills 
upon the request of an individual legislator or committee; checking 
all bills for proper format, style and legal form; drafting or 
checking amendments upon the request of an individual legislator or 
committee; providing legal assistance pertaining to legislation 
upon the request of an individual legislator or committee; indexing 
and publishing legislative records-including final journal and 
status-session laws, and reports to the legislature as prepared by 
committee or special study research group; performing wide scope 
research that is assigned to the Research Services Division by 


legislation; and maintaining a reference library. 


JOB DESCRIPTIONS 

A. Title: Director Legislative Council 

B. Class Title: 

C. Salary Grade: 

D. Title of Immediate Supervisor: Joint Legislative Administration 
Committee. 

E. Duties: Under the direction of the Joint Legislative Administra- 
tion Committee directs the operations of the Legislative Counsel. 
Supervises the personnel, keeps record of their employment, 
assigns and arranges work schedules. Instructs personnel in 
legislative procedure and format. Certifies bills as to proper 


format, style, and legal form. Transfers properly certified 


* Refers to Part I, A - Figure 3, page 20. 
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G. 


legislation to author. Maintains record system. Maintains 
inventory of equipment and supplies and notifies business 
manager of needed purchases. Coordinates with other categories. 
Analyses training needs of Counsel, develops training programs 
and manuals, and schedules training. Develops requested budget 
for operation and recommends to business manager for presenta- 
tion to Joint Legislative Administration Committee. 


Qualifications: 


ee ee eee 


1. Educational - Bachelor's degree from an accredited college 
- 
or university including courses in business administration, 
or an equivalent in experience and training in the field 


of administration. _ Sb Nei 


ww 


Zia Mrailning’ = 

a. On-the-job: Become acquainted with legislative 
procedures. Learn record systems, rules, and 
scope of responsibilities. 

b. Prior: Experience in administrative positions; 
knowledge of legislative process advisable; 
limited experience in research and law. 

3. Personal - Ability to supervise and get along well 
with others; ability to assign, supervise and check 
work of personnel; ability to make decisions; ability 
to maintain records and to prepare reports; ability 
to BSteban under pressure. | 

Working Conditions: Irregular working hours six days per 

week during session. Regular hours during interim, five 


days per week. 


Sn ee cere mene nee arene 
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A. Title: Administrative Secretary 

By solvers Title: 

Cc. Salary Grade: 

Dp. Title of Immediate Supervisor: Director of Legislative Counsel 

E. Duties: Under. general supervision, is responsible for perform- 
ing secretarial and clerical work; performs secretarial duties 
for a staff member or a group of staff members; takes and tran- 
scribes dictation; composes correspondence; maintains files; 
keeps records; operates a variety of office equipment; acts as 
receptionist and makes appointments. 

Pe Guailtications: 

1. ~ Educational - Graduation from high school, including or 
supplemented by courses in typing and shorthand and ex- 
perience in stenographic and clerical positions. 

0 training = 
a. On-the-job: Become acquainted with procedures of 

office and responsibility of position. 

b. Prior: Knowledge of office practices and procedures; 
good knowledge of business English, spelling, grammar, 
and composition. Sufficient skill in typing to enable 
applicant to complete 60 net words per minute; suf- 
ficient skill in shorthand to enable an applicant to 
take dictation at the rate of 100 words per minute and 
to transcribe the same at the rate of 30 words per 


minute. 


oS. Personal’ "Ability to meet and deal with a wide range of 
individuals; ability to act with initiative, independently 
and with good judgment, ability to effectively execute 


office and administrative detail. 


G. Working Conditions: Regular working hours five days per week. 


Possible schedule alterations during session. 
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G. 


Title: Supervisor of Legal Services 
Class Title: : 
GC 
Salary Grade: 
Title of Immediate Supervisor: Director of Legislative Counsel. 
Duties: Assigns, supervises, and checks work of subordinates. 
Directs preparation of bill and amendment drafts upon the request 
of an individual legislator or committee. Checks legislation 
for proper format, style and legal form. Directs indexing and 
publication of the journals and session laws, and oversees their 
printing and distribution. Directs publication of legislative 
studies. Provides legal counsel pertaining to legislation upon 
the request of an individual legislator or committee. 
Qualifications: 
1. Educational - Must be graduated from an accredited law 
school. 
Zio) MO Lace . 
a. On-the-job:. Learn proper format, style, and legal 
form for legislation. Become familiar with 
proper format for amendments and legislative pro- 
cedures in general. Become acquainted with respon- 
sibilities of position. 
b. Prior: Experience in practice of law. 
3. Personal - Ability to supervise and deal with others; 
ability to prepare written or oral presentations; 
ability to meet deadlines through careful planning. 
Working Conditions: Irregular hours six days per week during 


session. Regular hours five days per week during interim. 


we 
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G. 


Title: Staff Attorney 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Supervisor of Legal Services 

Duties: Under direction, prepares bill and amendment drafts; 

checks legislation for proper format, style, and legal form; 

provides legal counsel to individual legislators and committees. 

Edits, makes general suggestions, and prepares studies for 

publication. Assists in preparing journals and session laws 

for publication. 

Qualifications: 

1. Educational - Must be graduated from an accredited law 
school. 

a hh Teaining — 

a. On-the-job: Learn proper format, style and legal 
form for legislation and amendments. Become gen- 
erally familiar with legislative procedures. 

b. Prior: No minimum requirements. 

3. Pérsonal - Ability to deal with others; ability to 
prepare written or oral presentations; ability to 
perform under pressure. 


Working Conditions: Irregular hours during session six days 


per week. Regular hours five days per week during interim. 





A. Title: Supervisor of Research Services 

B. Class Title: 

C. Salary Grade: id 

D. Title of Immediate Supervisor: Director Legislative Counsel 

E. Duties: Directs preparation of studies assigned to Raneatcn 
Services. Assigns, supervises, and checks work of subordinates. 
Consults with personnel on research projects. Assists in 
collection of necessary data and the assimiliation of informa- 
tion. Presents studies in a form that is useful. Consults 
with legislators, other agencies, professional organizations 
and the general public through meetings, ponferenees, and 
written material. Edits studies for composition, grammar, 
and spelling. Presents approved and finalized studies for 
publication. 


F. Qualifications: 





1. Educational - A bachelor's degree from an accredited 
college or university with special training in English 
and other related courses. 

2. Training - 

a. On-the-job: Become familiar with legislative 
procedures and scope of responsibilities. 
b. Prior: Experience in field of research and 
study preparation, or in other closely related 
| . 
fields. Experience in supervision. 

3. Personal - Ability to deal with and supervise employees; 

ability to organize and meet deadlines; ability to pre- 


pare oral or written presentations; ability to deal 


effectively with a wide range of individuals. 





G. Working Conditions: Regular hours five days per week. Some 
flexibility in schedule during sessions. 
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A. Title: Researcher 

B. Class Title: 

Cc. Salary Grade: 

D. Title of Immediate Supervisor: Supervisor of Research Service 

gE. Duties: Prepares assigned reports and studies. Collects and 
analyses necessary data and assimilates information. Consults 
with legislators, other Sek EN Gla professional organizations, 
and general public through meetings, conferences, and written 
material. Prepares assigned reports and studies in written 
form. Supplements studies and reports with oral presentation. 

Pi Qualifications: 

1. Educational - A bachelor's degree from an accredited college 

Or university or an equivelant amount of experience in field of 

research and study preparation. Good knowledge of English, 

grammar, spelling, and composition. 

foeccea.ning = 
a. On-the-job: Become familiar with legislative 

procedure. 
b. Prior: Limited experience in research or other 
closely related field. Experience in writing. 

3. Personal - Ability to deal with wide range of individuals; 
ability to organize and meet deadlines; ability to prepare 
oral and written presentations. 

G. Working Conditions: Regular hours five days per week. Some 


flexibility in schedule during session. 
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A. Title: Supervisor of Reference Service 
B. Class Title: 
C. Salary Grade: ¢ 
D. Title of Immediate Supervisor: Director of Legislative Counsel 
E. Duties: Supervises and performs professional library duties of 
a general entry level nature such as cataloging, indexing, 
accessioning; compiles bibliographies; revises card catalogs; 
gives instruction and assists in library use; keeps records of 
library loans; compiles reference materials to meet needs; and 
performs related work as required, 
F. Qualifications: 
1. Educational - Graduation from college. 
2. Training - 
a. On-the-job: Become acquainted with library facilities, 


records, and needs of legislature. 





b. Prior: Some knowledge of modern principles, and 
practice of library science; knowledge of biblic- 
graphic sources of information; some peace of 
library administration; skill in use of card catalogs; 
some training in clerical duties. 

3. Personal - Ability to work effectively with others; 
ability in written and oral expression; ability to 
maintain records. 


G. Working Conditions: Regular hours five days per week. 





Ths 


A. faGve: Librarian 
By Glass. Title: 
C. Salary Grade: 
D. Title of Immediate Supervisor: Supervisor of Reference Services 
&. Duties: Under supervision, Payee in wide variety of routine 
Biacina) duties; does routine reception work; and assists in library 
circulation, shelving, wera tae bal aCe I 
F. Qualifications: 
1. Educational - Graduation from high school; or an 
equivalent combination of training and experience 
with courses in typing. 
co Lenn, 
a. On-the-job: Become acquainted with library 


facilities, records, and needs. 


b. Prior: Some knowledge of spelling, clerical duties, 


and office equipment; skill in use of card catalogs. 


3. Personal - Ability to learn a variety of duties; 
ability to meet and deal with people, ability to 
maintain records. 


G. Working Conditions: Regular working hours five days per week. 
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A. Title: Stenographer 

B. Class Title: 

C. Salary Grade: 

D. Title of Immediate Supervisor: Director of Legislative Counsel. 

E. Duties: Under general supervision, is responsible for perform- 
ing secretarial and clerical work; takes and transcribes dicta- 
tion; composes and types correspondence from marginal notes or 
from oral or written information. 

F.° Qualifications: 
1. Educational - Courses in shorthand and typing. Good 

knowledge of business English, aneiing, grammar, 


composition and letter form. 


2s framing: = 

a. On-the-job: Become acquainted with procedures of 
office and responsibility of position. 

b. Prior: General experience in taking and transribing 
dictation. Sufficient skill in typing to enable 
applicant to complete 60 net words sie minute; 
sufficient skill in shorthand to enable applicant 
to take dictation at the rate of 90 words per 
minute and to transcribe the same at the rate of 
30 words per minute. 

3. Personal - Ability to handle detailed and continuous 
tasks. 
G. Working Conditions: Regular working hours five days per 


week. 
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G. 


Title: Clerk-Typist 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Director of Legislative Counsel. 
Duties: Under supervision, is responsible for typing and per- 
forming a variety of routine clerical duties. Arranges material; 
files; routinely uses various office machines; types letters, 
memorandums, reports, bills, cards, labels, and other materials; 
posts to records; and may perform messenger duties. 
Qualifications: 
1. Educational - Graduation from high school with courses 
in typing. 
2 ene raining: = 
a. On-the-job: Become familiar with responsibilities 
of position. 
b. Prior: Some knowledge of business English, grammar 
and spelling; knowledge of office machines and 
equipment; some knowledge of office practices and 
procedures. Sufficient skills in typing to enable 
applicant to complete 60 net words per minute. 
3. Personal - Ability to learn variety of clerical duties; 
ability to learn to operate a variety of office machines 
and equipment. 


Working Conditions: Regular working hours five days per week. 
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Title: Proofreader 

Class Title: 

Salary Grade: 

Immediate Supervisor: Director Legislative Counsel. 

Duties: Proofs prepared copy for spelling, grammar and other 


clerical errors. Copy supplied by staff members. 


Qualifications: 

Ey Baneakionat ~- High School graduation with good knowledge 
of spelling and grammar. 

2... Trarning += 
a. On-the-job: Learn format of various types of proofing 

assignments. 

b. Prior: Some experience in writing and editing. 

3. Personal - Ability to handle detailed and continuous 
tasks. 

Working Conditions: Irregular working house - 40 hour week. 


Subject to call and scheduling by Director of Legislative Counsel. 
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Parti, 5 Office of Legislative Business Manager* 
CATEGORY DESCRIPTION 


The office of Legislative Business Manager acts as the focal 
point for the planning and the controlling of the legislative 
operational appropriation. It provides all related functions 
which involve the expenditure of that appropriation. These 
functions include requisition and payment of legislative purchases, 
maintenance of supply and equipment inventories, preparation of 
payroll and employee records, and other related functions which 
require continued cost analysis. It also involves the gathering 
of pertinent data and information related to suggested improve- 
ments and necessary expenditures, and the preparation of reports 


and projected operational costs. 


JOB DESCRIPTIONS 


A. Title: Legislative Business Manager 

B. Class Title: 

C. Salary Grade: 

D. Title of Immediate Supervisor: Joint Legislative Administration 
Committee or Legislative Administration Committee of the House 
concerned. ** 

E. Duties: Under general supervision, is responsible for pro- 


cessing authorized legislative expenditures and providing 


= See Part I, A - Figure 4, page 24 


** The Legislative Business Manager deals directly with the 
Legislative Administration Committee of the chamber concerned 
when decisions are pertinent only to that chamber. 
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budget information, The legislative business manager is 
responsible for the requisition and payment of legislative 
purchases; maintenance of inventory on supplies, furniture, 
fixtures, and office equipment; distribution of supplies; 
preparation of legislative payroll and payroll records; 
preparation of contracts; preparation of committee rooms 
and legislative offices; and, supervision over use of com- 
mittee rooms and legislative office. In the course of 
carrying out these duties, the legislative business manager 
shall sign claims and requisitions, payrolls, and contracts; 
prepare and maintain accounting and financial records, 
statements, and reports; prepare periodical and special 


budgetary reports; prepare cost analysis reports of opera- 


tion; and recommends cost improvements. In addition, the 


business manager disburses and maintains record of office 

keys; accepts applications; acts as secretary for joint 

legislative administration committee meetings; supervises 
personnel under direction of legislative business manager; 
organizes, assigns, and reviews work of subordinates; main- 
tains postage meter; and, composes letters. 

Qualifications: 

1. Educational - Graduation from an accredited college or 
university including or supplemented by courses in 
boar keene" or an equivalent combination of experience 
and training. 

Ze) TeALNING = 
a. On-the-job: Become familiar with responsibilities 

and requirements of position. 


b. Prior: Knowledge of bookkeeping principles, and 
practices; knowledge of office practices and 


-~QAA— 


: procedures; experience in operation of business machines; 
experience in office management and supervision. 
i 3. Personal - Ability to assign, supervise, inspect, and 


evaluate the work of others; ability to analyze and 





interpret accounting records and to prepare accurate 
and complete reports; ability in verbal and written 
communications; ability to compute and post figures 
with accuracy; ability to read, understand and apply 
rules and regulations; ability to deal effectively with 
others. 

G. Working Conditions: Irregular working hours six days per 

week during session. Regular hours five days per week during 


interim. 
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A. Title: Assistant Legislative Business Manager 

B. Chassi@2¢l1e% 

C. Salary Grade: 

D. Title of Immediate Supervisor: Legislative Business Manager 

E. Duties: Assists legislative business manager in performing 
assigned duties. Prepares and types claims, vouchers, pur- 
chase orders, payrolis, and other. related forms. Assists 

in preparation of reports, records, and statements; compiles 

statistical data; audits or varifies claims and reports; 

performs other related duties as assigned. 
F. Qualifications: 

1. Educational - Graduation from high school, including 
or supplemented by courses in typing and bookkeeping 
and on-the-job experience in their use. 

26 M\Traiminiqn- 

a. On-the-job: Become familiar with responsibilities 
and requirements of position. | 

b. Prior: Some knowledge of bookkeeping principles 
and practices, including the keeping of financial 
accounts and records and the preparation of reports; 
established typing speed of 60 words per minute. 

3. Personal - Ability to prepare accurate and complete records 
and reports; ability to compute and post figures with 
accuracy; ability to read, understand and apply rules and 
regulation; ability to provide general supervision; and 
ability to deal with others. | 

G. Working Conditions: Irregular hours six days per week during 
session. Limited pre and post session employment. Schedule 


flexible so as to provide 40 hour week. 


ey 


Gr 


ap eeettae. Clerk - Typist 

B. Class Title: 

: C. Salary Grade: 

D. Title of Immediate Supervisor: Legislative Business Manager 


Bh. Duties: Under general supervision is responsible for performing 





typing and clerical work of moderate difficulty; types letters, 

memorandums, reports and other related forms; answers telephone; 

maintains records not requiring detailed knowledge; checks 

computations for accuracy; operates a variety of office machines 

and equipment; and performs related duties, the difficulty of 

which may vary with amount of training and the time on the job. 
F. Qualifications; 

1. Educational - Graduation from high school, including or 
supplemented by course work in typing, and experience in 
typing and clerical positions. Good knowledge of business 
English, spelling and commercial arithmetic. 

nae raining = 
a. On-the-job: Become familiar with duties of position. 

b. Prior: Experience in operation of business machines 
and general office equipment; established typing 


speed of 50 works per minute; some knowledge 





in general office procedures. 

3. Personal - Ability to plan and produce will balanced and 
attractively arranged type written material; ability to 
learn rapidly; ability to maintain moderately complex 
clerical records and to prepare detailed reports from 
such records; ability to take instruction; ability 
to work with others. 

G. Working Conditions: Irregular working hours to allow maximum 


of 40 hour week six days per week during session. 





Be eee ee 


D. 


G. 


Title: Legislative Duplicating Supervisor 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Legislative Business Manager 
Duties: Under direction, is responsible for supervising a 
central duplicating office; receives general legislative 
duplicating requests and assigns them; keeps detailed record 
of incoming and outgoing legislation, and supervises its 
accurate preparation and distribution; arranges schedule of 
subordinates; coordinates with the office of Secretary of 
the Senate and Chief Clerk of the House; maintains supplies 
and requests order of necessary supplies; provides 
recommendations for improved procedures. 
Qualifications: 
1. Educational - Graduation from high school 
2. Training- 
a. On-the-job: Become familiar with duties and 
responsibilities required of i a te 
b. Prior: Good knowledge of the operations 
involved in managing a duplicating service; 
experience of a general clerical nature in- 
cluding supervision of office workers. 
at Ee ae - Ability to supervise and deal effectively 
with others; ability to assign, supervise, and verify 
duplicating requests; ability to train subordinates; 
ability to learn rapidly; ability to maintain 


detailed record systems. 


Working Conditions: Irregular hours six days per week during 


session. Limited pre and post session employment. 


Bay < e 





Title: Assistant Duplicating Supervisor 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Legislative Duplicating Supervi 

Duties: Assists in the supervision of the office; receives 

legislation to be duplicated, makes record of, assigns and 

receives finished job for distribution; performs other related 
duties as assigned. 

Qualifications: 

1. Educational - High school graduation. 

2. Training - 

a. On-the-job: Become familiar with duties and 
responsibilities required of position. 

b. Prior: Some supervisory experience; general 
clerical experience. 

3. Personal - Ability to deal with others effectively; 
ability to learn rapidly, ability to maintain detailed 
records. 

Working Conditions: Irregular hours six days per week during 


session. 
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Title: Duplicating Operator 4 
Class Title: 
Salary Grade: 
Title of Immediate Supervisor: Legislative Duplicating Supervisor 
Duties: From prepared masters operates offset duplicating 
press; duplicates material assigned; makes adjustment and 
minor repairs to the machine; and performs other related 
functions. 
Qualifications: 
1. Educational - No minimum requirements. 
2c RCALN ING 

a. On-the-job: Become familiar with assigned duties. 

b. Prior: A minimum of two years experience in 

operating offset press. | eC 

3. Personal - Ability to learn rapidly; ability to work 

with others; ability to take and perform'verbal and 

written instructions; and, ability to make adjustments 

and minor repairs to the machine. 
Working Conditions: Flexible schedule five to six days per 


week, so as to provide a maximum of 40 hour per week. 
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Be teacie: Duplicating Clerk 

B. Class Title: 

C. Salary Grade: 

D. Title of Immediate Supervisor: Legislative Duplicating Supervisor 

E. Duties: Performs general duties required in preparing materials 
to be duplicated and ready for distribution. Includes such 
duties as assembling, binding, folding, stapling, cutting, and 
other related duties. May operate machines which assist in 


these processes, including the 805 and Bruner master machines. 





F. Qualifications: 

1. Educational - No minimum requirements. 

fa Tra LAsa 
a. On-the-job: Become familiar with assigned duties. 
b. Prior: No minimum requirements. 

3. Personal - Ability to learn rapidly; ability to take 
and perform verbal or written insturctions; ability to 
work with others. 

G. Working Conditions: Flexible schedule five to six days per 


week, SO as to provide a maximum of 40 hours per week. 
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G. 


Title: Mailroom Supervisor 


Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Legislative Business Manager 

Duties: Supervises and performs duties related to providing 

lobbyists, general public, state agencies, and legislative 

offices with copies of legislation and legislative proceedings. 

Establishes boxes for pick-up materials; prepares mailings; 

collects fees for those who purchase materials; maintains 

records of such and deposits receipts with Secretary of the 

State; sorts, weighs, determines postage and bundles mail; 

may operate scales and postage metering; her foviin related 

work as required. 

Qualifications: 

1. Educational - No minimum requirements. 

2. ae tice pr 
a. On-the-job: Become familiar with aaties and xesponsi- 

bilities of position. 
b. Prior: Some experience in supervisory positions. 

3. Personal - Ability to supervise; ability to keep simple 
records and make simple arithmetic calculations; ability 
to organize; ability to learn rapidly; ability to meet 
and deal with a wide range of individuals. 

Working Conditions: Trregular hours six days per week during 


session. Limited pre and post session employment. 


=9>% 








A. Title: Mailroom Clerk 
B. Class Title: 
Cc. Salary Grade: 
D. Title of Immediate Supervisor: Mailroom Supervisor 
E. Duties: Under general supervision, sorts and organizes materials; 
prepares, labels, weighs, and determines postage for mailings; 
performs related duties as assigned. 
F. Qualifications: 
1. Educational - No minimum requirements. 
ee raining = 
a. On-the-job: Become familiar with duties of position. 
b. Prior: No minimum experience. 
3. Personal - Ability to work with others; ability to 
take and perform verbal or written instructions. 
G. Working Conditions: Flexible schedule so as to allow maximum 


40 hour week six days per week. 
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Part 35.8 Office of Public Information* 
CATEGORY DESCRIPTION 


The office of public information acts as the communication 
center between the legislature and the citizen. The office assists 
in educating the legislative visitor in the legislative process. 

It also provides bill status and procedural information for the 
visitor and those at home. The ohficeuasaiste the legislators in 
making arrangements for their visiting constituents; prepares 
requested tape interviews for radio use; and, generally assists 


in bridging the gap between the legislature and the general public. 


JOB DESCRIPTIONS 


A. Title: Public Information Supervisor 

B. Class Title: 

C. Salary Grade: 

D. Title of Immediate Supervisor: Joint Legislative Administration 
Committee. 

E. Duties: Under general guidelines established by the Joint 
Legislative Administration Committee, supervises the operation 
of the public information office. Collects information con- 
cerning legislation, committee hearings, and daily agenda, and 
disburses that information to the public information officer 
and head guide; upon request, does general tape recorded in- 
terviows, edits for quality, receives written approval for 


release and supplies prepared tape to assigned radio stations; 


* Refers to Part I, A - Figure 5 = page 27 
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coordinates activities between public information officer 

and head guide; performs other related functions as directed 

by the Joint Legislative Administration Committee. 

F. Qualifications: 

1. Educational - Graduation from college with a Bachelor's 
Degree in journalism or other appropriate field with 
experience in communication, writing, or public relations. 

fea raining = 

a. On-the-job: Become familiar with the responsibilities 
and duties required of position, the legislative 
process, and with the legislators. 

b. Prior: Some experience in writing, production, and 
direction techniques for radio; experience in public 
relations and information work, with increasingly respon- 
Sible experience in these areas. 

See) Personal - Ability to supervise; ability to deal effec- 
tively with a wide range of individuals; ability to 
communicate well; ability to receive and perform verbal 
and written instructions; ability to organize; ability 
to analyze; ability to exercise good judgement. 

G. Working Conditions: Irregular hours six days per week during 


session. 
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Title: Public Information Officer 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Supervisor of Public Information. 
Duties: Receives and answers incoming telephone inquiries 
concerning status of legislation, committee hearing schedules, 
and daily agenda; keeps informed on legislation and status; 
gives authorized ivtouneel Bae hist aa es a reference directory; 
directs inquiries which cannot be answeres with correct informa- 
tion to appropriate offices; directs inquiries not related to 
legislature to appropriate state agency; returns calls after 
determining correct information; provides information to those 
contacting the office in person; directs personal callers to 
proper destinations for desired information; performs other 
related functions as assigned. 

Qualifications: 

1. Educational - Graduation from high school. 

oe eee Bane 

a. On-the-job: Become familiar with duties and 
responsibilities of position; gain knowledge in 
legislature process and functions of various 
legislative offices. 

b. Prior: Some experience with legislature preferable; 
some experience in general office work including 
telephone reception. 

3. Personal: Ability to communicate well; ability to learn 
rapidly; ability to understand and follow verbal or written 
instructions; ability to maintain reference files; ability 


to meet the public effectively; good telephone voice and 
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Title: Head Guide 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Public Information Supervisor. 
Duties: Supervises and trains guides; makes arrangements for 
those wishing to visit the legislature, including lodging 
facilities, time of tours, meeting with legislators from the 
district, assigning of a guide, and making other special 
arrangements. Prepares general script for guides including 
explanation of legislative process, history of capitol, and 
general history of Helena. Assigns schedule of tours to 
guides and provides information concerning arrangements made 
for the group. Presents information concerning daily agenda, 
committee hearings, and subject matter of bills being consid- 
ered to guides. Maintains supply of printed handbooks on the 
legislature. Composes and types letters to confirm arrange- 
ments with groups planning to visit the legislature. 
Qualifications: 

1. Educational - Graduation from high school, including or 


supplemented by courses in typing. 


ive) 


Training. = 

a. On-the-job: Become familiar with duties and responsi- 
bilities of position, with the capitol complex and its 
offices, and with the legislature. 

b. Prior: Some experience in writting, history, and 
legislative process advisable; established typing 


speed of 50 words per minute. 
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3. Personal - Ability to supervise and work well with others; 
ability to meet and deal with a wide range of individuals; 
ability to schedule and make arrangements; ability in public 
relations; ability to present verbal and written instruc- 
tions; and ability to communicate ideas. 

G. Working Conditions: Irregular working hours six days per 


week. 
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Title: Guide 

Class Title: 

Salary Grade: 

Title of Immediate Supervisor: Head Guide 

Duties: Greets visitors to legislature; conducts tours of the 

capitol and presents general prepared script to assigned groups, 

explaining legislative process, history of capitol and Helena; 
introduces group to their legislators meeting with the group; 
advises group of committee meetings being held, daily agenda, 
and subject matter of legislation being considered; urges 
visitor to attend such meetings and sessions; distributes 
handbooks on the legislature to visitor; assists visitors in 
locating offices providing specific information; performs 

other related duties in connection with special arrangements 

made for the group. 

Qualifications: 

1. Educational- Graduation from high school, including or 
supplemented by courses in Montana government and history, 
and speech communication. 

2. Training = 
a. On-the-job: Become familiar with responsibilities 

and duties required of position, with the capitol 

building and its office, and with the legislature. 
b. Prior: Some experience with the legislative process 

advisable; some public speaking experience. 

3. Personal - Ability to meet ane deal with a wide range of 
individuals; ability to communicate verbally; ability to 
be pleasant; ability to learn rapidly; ability to receive 
and perform verbal or written instructions; neat appearance. 
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nee Conditions: Schedule flexible, six days per week so 
freer iy : 


as to provide a maximum of 40 hours per week. 
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Part Dice Committee Staff * 


CATEGORY DESCRIPTION 


The committee staff, which includes the hired staff as well as 
those interns or aides who are assigned to the committee perform 
such duties as are assigned by the committee. These people assist 
the committee in gathering data and assimilating information for 
use by the committee. The committee secretaries record the pro- 
ceedings of the committee and provide clerical assistance. In 
general, these people assist the committee, under its direction, in 


performing its task of reviewing assigned legislation. 


JOB) DESCRIPTIONS 


re MT tyes $ Committee Researcher 
B. Chass: Tatve: 


C. Salary Grade: 


D. Title of Immediate Supervisor: Committee Chairman 
E. Duties: Prepares assigned reports and studies. Collects and 
analyses necessary data and assimilates information. Consults 


with legislators, other agencies, professional organizations, 
and general public through meetings, conferences, and written 
material. Prepares assigned reports and studies in written 
form. Supplements studies and reports with oral presentation. 
Coordinates and consults frequently with committee chairman 
and other committee members. Performs other such duties as 


may be assiqned. 


* Refers to Part I, A - Figure 6 - page 30 
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F. Qualifications: 

1. Educational - A bachelor's degree from an accredited 
college or university or an equivelant amount of ex- 
perience in field of research and study preparation. 
Good knowledge of English, grammar, spelling, and 
composition. 

oe rraining = 
a. On-the-job: Become familiar with legislative 

procedure. 

b. Prior: Limited experience in research or other 
closely related field. Some knowledge in the 
subject matter under the scope of consideration 
by the committee. Experience in writingq. 


as) Personal = Ability to deal with wide. range of individuals; 





ability to organize and meet deadlines; ability to prepare 
oral and written presentations. 
G. Working Conditions: Regular hours five days per week. Some 


flexibility in schedule during session. 


ki 
} 
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A, Title: Committee Secretary 


Bo . Glass. bitte: 


jo 


C. Salary Grade: 
D. Title of Immediate Supervisor: Committee Chairman (Chief Stenographer in 
area of format, proper language, and re-assignment for minor tasks at 
request of Committee Chairman) 
E. Duties: Takes and transcribes minutes of committee meetings. Prepares 
committee reports, amendments, committee notices, and committee correspondence. 
Maintains committee books for legislators; files; identifies and retains 
documents, testimony and other relevant papers. Acts as receptionist, 
answers phone inquiries directed to committee, and makes appointments. 
Organizes agenda for meeting. (See "Handbook for Committee Secretaries 
prepared by Chief Stenographer and Secretary of the Senate and Chief Clerk 
of the House. ) 
F, Qualifications: : é 
1. Educational - High school graduation supplemented by courses in shorthand } 
and typing. Good knowledge of spelling and grammar. 


Training - 


ho 


a, On-the-Job: Learn process of committee meeting and requirements 
of position. 

b. Prior: At least one year's experience in secretarial tasks. 
Dictation at 90 wpm and typing at 65 wpm. 

3, Personal - Ability to meet and deal with individuals; ability to 
compose effective correspondence and memoranda; ability to prepare 
accurate reports; ability to meet deadlines. 
G. Working Conditions: Irregular working hours six days per week, with schedule 


flexible to provide maximum of 40-hour week. 
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Heecaitie: Intern~Aide 

B. Class Title: None. 

Cc. Salary Grade: None. 

D. Title of Immediate Supervisor: Committee Chairman or 
Legislator to whom assigned. 

E. Duties: Assists committee chairman or legislator in gathering 
data and assimilating information; prepares assigned reports 
and studies; consults with legislators, other agencies, pro- 
fessional organizations, and general public; composes and 
types correspondence for legislator or assigned correspondence 
for the committee; acquires written authorization from committee 
chairman or legislator for publication and distribution of any 
reports; performs duties within scope of rules and regulations 
adopted by the legislature or the Legislative Administration 
Committee of the chamber concerned; and performs duties with 
a Minimum amount of demands on other legislative offices. 

F. Qualifications: 

1. Educational - Undergraduate of a college or university 
within the state system receiving credit for work 
with legislature. 

2... Training = 
a. On-the-job: Become familiar with rules and regulations 

governing position. 
b. Prior: No minimum requirements. 

3. Personal - Ability to deal with wide range of individuals; 
ability to prepare oral and written presentations; serious 
interest in the legislative process; and ability to repre- 
sent the legislature well. 

G. Working Conditions: Subject to wishes of committee chairman or 


legislator to whom assigned. 
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PART I - C,D,E - PERSONNEL CLASSIFICATION, STRUCTURED COMPENSATION, 
'and NUMBER OF EMPLOYEES REQUIRED 


e 


Because each as it is being considered must be viewed closely with 


the other, the personnel classification plan, compensation schedule, and 


number of employees required are jointly discussed in this section. The 


size of the legislative staff, the inequities in different pay for 


similar work, the confusion caused by the lack of a uniform classifica- 


tion system for all employees, and the inequities created by different 
methods of dealing with overtime suggest that a standard system should 
be developed. 

For the purpose of establishing some base, the third pay period 
ending February 16, 1973, was selected. Because this pay period did 
contain a holiday, it provides further evidence that discrepancies 
existed in the rate of compensation. 

During the pay period ending February 16, 1973, the Legislature 
employed 197 full time staff members and a total of 229 were on the pay- 
roll under the authority of Senate Bill No. 2. Of these figures, 58 of 
each total were employed under the direction of the legislative council. 
The remainder were employed by, and under the direction of the legisla- 
tive administration committee of the chamber concerned. Although Senate 
Bill No. 2 did not attempt to classify positions into similiar classes, 
it did establish salary scales for the individual positions. 

The legislative six day week created an additional problem in com- 
puting compensation. Senate employees were paid on the straight time 
basis for all hours worked, while House employees were paid time and one 
half for hours over 80 in any pay period. These discrepancies are in- 


dicated on Exhibit 1, page . For this same period legislative council 











employees also received time and one half for hours over 80 in any pay 
period, plus double time for the holiday, as did the House employees. 
The Senate staff was compensated time and one half for this holiday. 

The classification planl is devised from the salary ranges estab- 
lished in Senate Bill No. 2; and the salary ranges of the legislative 
council for the session pay period ending February 16, 19732, and the 
interim pay period ending October 26, 19733. Individual positions were 
classed, according to hourly wage, into the salary range established by 
Senate Bill No. 24 and the legislative council?. These positions were 
in turn placed into a class grade! according to the amount of respon- 
sibility assumed, complexity of work, position within a category, and 
qualifications. 

Figure 2 displays the suggested salary range for those positions 
-which fall into the individual class grades. In comparing salaries paid 


to legislative employees”, legislative council session staff employees“, 


4 Lt will be noted that most 


and legislative council interim employees 
all positions fall within the same salary range. The scope of the salary 
ranges are wide enough to allow the necessary structure in accordance 
with responsibility, complexity, position within a category, and quali- 


fications required. Specific salaries for positions have been left to 


the discretion of the Joint Legislative Administration Committee. 


Footnotes: 
1- Figure 1, page 108-109 
2- Exhibit 3, page 121 
3+ Exhibit 4, page 122 
4. Exhibit 1, page 117-118 
5+ Exhibit 1, page 117-118 
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FIGURE 2 


PROPOSED SALARY SCHEDULE FOR LEGISLATIVE CLASSIFICATION SYSTEM 





ration be al BIWEEKLY AND ANNUAL SALARIES \ 
Normal Session Equivalent 
Salary Pay Period Pay Period annual salary 
Range 80 hours 96 hours '40 hour week 
$1.50 $120.00 $156.00 $3,120.00 
$2.00 $160.00 $208.00 $4,160.00 
$3.00 | $240.00 $312.00 $6,240.00 
$3.50 $280.00 $364.00 $7,280.00 
$4.00 $320.00 $416.00 $8,320.00 
$4.50 $360.00 $468.00 | $9,360.00 
$5.50 $440.00 SST AZO. et $11,440.00 f 
$6.50 $520.00 $676.00 $13,520.00 
$8.00 $640.00 $832.00 $16,640.00 
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PROPOSED NUMBER OF EMPLOYEES REQUIRED 


4 The positions required for the operation of the Legislature are 
2 shown on Figure 1. The following series of fiqures suggest the recom- 
mended number of employees necessary to assure the efficient operation 
of the Legislature. It should be noted that the total number of suggested 
full time employees is 2091, This compares to the 229 employees (197 
of whom were full time) on the payroll for the session pay period ending 
February 16, 1973. 
The legislative council presently employees 13 full time and 6 part 
time? additional employees who were not included in the February 16, 
1973, session pay period. Of the total 58 in this session pay period, 
8 of these employees were not connected with the mailroom, the duplicating 
department, or the ALTER system. The legislative council still employees 
this base of 8 plus 13 full time and 6 part time. Therefore, if the 
y legislature were to retain the same number of full time employees (197) 


and the legislative council were to retain the 13 additional full time, 


the total would be 210 full time for the next legislative session. 


Footnotes: 
1. Proposed number of employees - Figures 3 a. through 3 d. 
Office of Secretary of Senate <9 Office of the Chief Clerk 49 
Office of Senate Sergeant-at-Amms 10 Office of House Sergeant-at-Amns 13 
Office of Legislative Business Manager 31 Office of Legislative Counsel 19 
Office of Public Information 7 Committee Staff 236 
Other " Total 209 
2. Legislative Council Staff 
February 16, 1973 pay period October 26, 1973 pay period 
ALTER Systems Supervisor 1 Full time: Part time: 
Secretary to Leg. Council 1 Secretary 1 Librarian t 
Researcher 3 Sec.-Receptionist 1 Proofreader 2 
Staff Attorney vs Steno 2. TYoae : 
Legislative Analyst 1 Proofreader 1 Terminal Oper. 2 
Executive Director ik ALTER System Sup. Loy lola. 6 
= Total 3 8 Admin. Assistant 1 
«@ Leg. Researcher 7 
Staff Attorney 2 
Researcher, Legal Ser. 3 
Director Legal Service l 
Executive Director pe’ 
Total 21 
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EXHIBITS 


The exhibits which follow were referred to in the preceding dis- 
cussion. The salary range and positions within that range, as estab- 
lished by Senate Bill No. 2, are shown on exhibit 1. This exhibit also 
indicates the various methods of computing the compensation for the 
House and Senate. The equivalent annual salary based on a normal 40 


hour week for the low and high hourly wage within each range has also 





been computed. This computation provides over all view of what these 
positions would be earning on the yearly basis. The discrepancies in 
methods of compensation indicated on exhibit 1 are shown in actual 
figures on exhibit 2 for a specific pay period. 


Exhibit 3 displays the salary range and positions within that range, 


oe ee ee ee, ee el, 


In comparing the various positions and the salary range in which they 


are placed, discrepancies appear in the salary scale for the same work. 


TATRIN 


The hourly salary, position, the number of employees within a 


as established by the legislative council for the same session pay period. 
) position, the biweekly salary, and the equivalent annual salary based 


7 . 
on a 40 hour week for the Legislative Council interim pay period ending 
¢ ct 

i October 26, 1973 are shown on exhibit 4. 
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SALARY COMPARISON - HOUSE AND SENATE 1973 SESSION 
for pay period ending 2/16/73 
SENATE HOUSE 


Position Employ. Salar Salar Emplo 


— 


Sec. of Senate or Chief Clerk $240.00* $240.00* i 


ooo 


Asst. Sec. of Senate or Chief Clerk $426.00 $514.80 1 
Sec. to Secretary or Chief Clerk $396.00 $504.64 x 


Sec. to Asst. Sec. or Chief Clerk SaaLso4 $138.03 1 


$396.00 $461.70 i) 


| 


Sec. to Speaker or President 


Sec. to Majority Leader $396.00 $480.60 th 





e 


Sec. to Minority Leader $396.00 S520 665 1 





Sergeant-at-Arms $260.00* $240.00* i 





J 


Asst. Sergeant-at-Arms S211 244 $1449.36 3 





Sec. to Sergeant & Payroll Clerk $396.00 5396290 i: 





Asst. Secretary to Sergeant $324.24 





Clerks - Reading Clerk $514.40 $331.80 1 





creplain $132.48 Fl 3.2000 a 











Bills Coordinator 1 $360.00 $380.70 1 
Asst. Bills Coordinator 1 $294.88 $402.16 1 
ny $396.00 $497.25 1 


Journal Clerk 





Asst. Journal Clerk $351.04 Posse U J. 





Journal Typist $341.04 S276.85 ut 


i 





Bills Clerk $360.00 $461.70 1 





Asst. Bills Clerk $333.04 $340.32 1 





Chief Steno $396.00 $429.98 vi 





i 


Asst. Chief Steno $332.64 $356.25 1 





Secretaries 15 $4848.98 S30 J. ao 10 





Stenographers $715.44 $1666.57 6 





Typists $222.64 $1266.99 S 





P.™}freaders $1078.64 $927.81 4 





* Were paid a salary of $20.00 a day for six days + $15.00 per diem for seven days. 


- continued on next page - 
. pa Oe : “ 
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EXHIBIT 2, continued 
SALARY COMPARISON - HOUSE AND SENATE 1973 SESSION 
for pay period ending 2/16/73, continued 








SENATE HOUSE 
No. No. 

Position Employ. Salar Salar Employ. 
dormen $602.74 3 
atchmen $1105.03 8 
jicusiey Gubcaete 5246.79 
arking Attendant $212.56 a 
aides $498.56 2 
ages nes $1145.60 $1278.60 Zh 
ills Distribution Clerk goes 
ast. Bills Distribution Clerk | x $250.50 | 
Bi cormation Officer 1 i $425.04 


; oo 2 a 


enate - 80 employees on this payroll, 69 of whom were full time for this pero + 


ouse - 91 employees on this payroll, 70 of whom were full time for this period. 
i 


: 
wm 
Z 
>. 
ee! 
ia 
I 


TOTAL PAYROLL FOR PAY PERIOD ENDING 2/16/73 - $20,661.50 


aS ba ae 
: © 
CG 
wm 
ty 
I 


| 
TOTAL PAYROLL FOR PAY PERIOD ENDING 2/16/73 - $20,572.49 
: 


* Does not include Security Guards paid through General Services. @ 
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WORK SHEETS 


The following section has been provided as an aid to the 
Joint Legislative Administration Committee in establishing 
hourly wages for the various positions within a class. The 
positions are placed within the proposed classification plan. 
The total proposed number of employees and the proposed 
number of biweekly hours are indicated. After establishing 
the hourly rate, the number of employees times the number of 
hours, times the hourly rate will give the biweekly payroll 
for all employees within that position. The total biweekly 
payrolls for all categories may then be added to calculate 
the total cost for legislative employees. 

The final work sheet includes proposed full time employees. 
This may be completed after the hourly rate or annual salary 


has been established. 
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Appendix A 


SENATE JOINT RESOLUTION NO. 27 
INTRODUCED BY BOLLINGER, DESCHAMPS, HAZELBAKER, GRAHAM, SORENSEN 


A JOINT RESOLUTION OF THE SENATE AND THE HOUSE OF REPRESENTATIVES OF THE 
STATE OF MONTANA PROVIDING FOR A SPECIAL COMMITTEE TO INQUIRE INTO THE 
REQUIREMENTS NECESSARY TO INSURE A HIGH QUALITY OF LEGISLATIVE EMPLOYEES. 


WHEREAS, the legislative attaches are a vital adjunct to the operation 
of the legislative assembly, and 

WHEREAS, it is in the public interest that the legislative assembly 
engage competent and able people to assist it, and 

WHEREAS, circumstances affecting the conditions of employment are 
constantly changing, and 

WHEREAS, it is the desire of the legislative assembly to treat its 


employees in a fair and equitable manner. 


NOW, THEREFORE, BE IT RESOLVED BY THE SENATE AND THE HOUSE OF REPRESENTATIVES 
OF THE STATE OF MONTANA: 

That the speaker of the house of representatives appoint four (4) 
members of that house, two (2) from each political party, and the senate 
committee on committees appoint four (4) members Peenehe senate, two (2) 
from each political party, to a special joint committee chosen from the 
legislative administrative committees to study the need for legislative 
employees, and 

BE IT FURTHER RESOLVED, that the committee study include such items as the 
number of employees needed, wages, job title, classification and duties of 


each employee, and 
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BE IT FURTHER RESOLVED, that the special committee report its findings 
in writing to the forty-fourth legislative assembly, and 
BE IT FURTHER RESOLVED, that this committee report be left with the 


secretary of state for dissemination to the next legislative assembly. 


Approved March 23, 1973 
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